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1.0 PURPOSE
1.0 The purpose of this procedure is to establish the process for the control and distribution
of Supplier Quality Information Group (SQIG) documents and records.
2.0 SCOPE
21 The requirements of this procedure are applicable to al SQIG members.
3.0 RESPONSIBILITIES
31 The following entities have respongbilities in this procedure:
Document Control Coordinator
Database Administrator
4.0 PROCEDURE
4.1 GENERAL REQUIREMENTS
41.1 The DCC isthe point of contact and is respongble for ensuring actions of this
procedure are followed.
4.1.2 The controlled copy of SQIG documents and records resides on the SQIG Homepage
and takes precedence over al copies.
4.1.3 All document change natices (DCNs) shdl be incorporated into the SQIG documents
asthey occur. Additiondly, the DCN(s) will be eectronicaly linked to the affected
SQIG procedure.
414 Upon receipt of anew or revised SQIG procedure, the DCC shdl review if for:
Proper format
Revison Number
Document Numbering
Approvd Signature
415 Produce afile copy and placeit in the records files.
4.1.6 Provide an eectronic copy to the Database Adminigtrator for placement in the

procedures section of the SQIG Homepage.
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4.2 DISTRIBUTION

421 All controlled copies of the procedures will reside on the SQIG Homepage.

4.2.2 A request for hard copies of the SQIG controlled documents will be honored for any
person not having access to the Internet.

4.3 REQUEST FOR COPIES OF DOCUMENTSAND RECORDS

43.1 When arequest for a copy of a document or record, the requestor shal contact the
applicable contractor that isthe record holder either by phone or e-mail.

4.3.2 The contractor will then make copies of the following documents; the checklist, audit
report, and any objective evidence that is applicable to that document.

4.3.3 Along with the documents, the contractor will include the SQIG Release Form, (see
Appendix A).

5.0 TRAINING

51 No training is required

6.0 FORMS

6.1 None

7.0 RECORDS MANAGEMENT

7.1 This procedure generates the following records:
Procedures

8.0 REFERENCES

8.1 SQIG Management Plan

9.0 APPENDICES

9.1 Appendix A: SQIG Release Form [Typicd].

9.2 Appendix B: Change Notice [Typica]
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APPENDIX A

RELEASE AUTHORIZATION

Letter Number: (Letter Number)

Document Title (Supplier Name)

Legal Disclaimer.  Thisreport was prepared as an account of work sponsored by an
agency of the United States Government. Neither the United States Government nor any
agency thereof, nor any of their employees, nor any of their contractors, subcontractors or thelr
employees, makes any warranty, express or implied, or assumes any legd liagbility or
respongbility for the accuracy, completeness, or any third party’s use or the results of such use
of any information, apparatus, product, or process disclosed, or represents that its use would
infringe privately owned rights. Reference herein to any specific manufacturer, or otherwise,
does not necessarily condtitute or imply its endorsement, recommendation, or favoring by the
United States Government or any agency thereof or its contractors or subcontractors. The
views and opinions of authors expressed herein do not necessarily State or reflect those of the
United States Government or any agency thereof.

Digribution Limitation.  This document has not been approved for public release and is
made available solely for use in performance of work under contract with the U.S. Department
of Energy. This document is not to be published nor its content otherwise disseminated or used
for purposes other than specified without clearance approva for such release or use has been
secured from (name of your DOE site) and the U.S. Department of Energy.

(Name of DOE Site)

(Your name) (date)
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APPENDIX B
(cont)
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APPENDIX B
(cont)

Instructions for Complating a Changa Motice

Documant Title:
The fitle of the document to which the "Change Motices" (CH) applies. Tha entry in this block matchaes

the fithe shown on the curment revision of the relating documsant

Document Mo, and Revision Mo.:
The docunsenl number and reviesen nurmbar as shown on the relating documend.

Change Notice No.:
This number is assignad according to Company Procedure C-J15.004 , "Numbering and Filing
Publications.® A CH number bagine with "CM," continuas with the alphanumeric number assigned o the
documsnt, and adds a hyphen followed by a two-number, sequential desagnetor that indicates the number
of "Change Motices™ that have been issued to & speciic revision of the document.
Far axampla, the first CN iEsued to & procadune would be shown as "CN-[docuement number]-01."

Effective Date:
Thue date a document is destributed and available for use

Page and Paragraph Columns:
Idantify the page and paragraph number(s) where the change(s) oceur in the document.

Description of Change Column:
Prowvida the aeact wording for changes, additions, or deletions. More than one change may be

dascribed hane,

Justification:
Provide the justification for initiating the CHN.

Training:
Dascribe mandatory raining reguired by the CN and spacily how lraining is accomplished, Alsa,
indicate what organization will conducl the raining

Responsible Manager:
Signature approval for the CA will eorrespond o the level of approval of the documant that is baing
modified. For example, the Deputy General Manager who approved the nelating procedure would
approve CHE relating to thal procadure; CNs iniialed 1o change LIDs am approswed by the functional
manager who appraved the relating LID,




